Small Purchase Request Template

Small Purchase Request
Date of request: _______________________________________________________________________
[bookmark: _GoBack]Name of product, goods or service requested: _______________________________________________
Description of product, goods or services: ___________________________________________________
_____________________________________________________________________________________
Quantity requested: ____________________________________________________________________
Special conditions: _____________________________________________________________________

Vendor’s Information
Price quote: ___________________________________________________________________________
Company’s name: ______________________________________________________________________
Individual submitting quote name, phone and contact information: ______________________________
_____________________________________________________________________________________
Date of price quote: ____________________________________________________________________
Duration of the price quote: ______________________________________________________________

District’s Information
Name of the district’s official making the solicitation: _________________________________________
District’s contact information: ____________________________________________________________
